Chapter 8: Planning Skills and Social Responsibility
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INTRODUCTION

During your high school vyears
JROTC experience, and life after graduation,
there will be occasons when you will be
encouraged to interact with people socidly.
By knowing the rules of proper etiquette, you
will not only make a good impresson, but
you will dso be more reaxed and confident
in these Studions.

This lesson is desgned to provide
information on proper socid conduct and
behavior, an important dement in your
character development. Although the lesson
concentrates on the etiquette and manners
required a your Cadet Badl, this information
has obvious carry-over into other aspects of
your life.
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ETIQUETTE VS MANNERS

Etiquette is a code of behavior or
courtesy based on rules of a polite society.
Manners are socidly correct ways of acting as
shown in prevdent cusoms. Manners ae
based on kindness, respect, thoughtfulness,
and congdderation. Good manners ae time-
less, wheress, the rules of eiquette may vary
with the changing times.

As you read this lesson on the rules
of proper etiquette and the practice of good
manners, remember that socid etiquette and
good manners are nothing more than common
courtesy, sncerity, and condderation for
others. It is important to treat others in the
same way that we wish others to treat us. This
is the vey foundation on which a polite
society is built.

MAKING INTRODUCTIONS

Introductions should be smple, direct,
and dignified, and the act of making them
should be an occeson of formaity. They
dould be made whenever people gather
socidly, even for a short period of time
Introductions should be made automaticdly
and immediatdly when discovering that two
people do not know each other. You may
make these introductions or have someone
gse do it — asin a receiving line, but you
canot neglect an introduction without run-
ning the risk of being rude or negligent. There
is nothing myderious about making intro-
ductions, unless you do not know what to do!

THE RECEIVING LINE

Introductions & a forma reception, such
as the anud Cadet Bdl, may often include
a recdving line. It is cusomay, and often
mandatory, that al cadets and their guests go
through the receiving line upon ariva. The
people who would be in the receiving line are
(from left to right):
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The host (Senior Army Indructor or
commander of the wunit holding the
reception)

The spouse or guest of the Senior Army
Instructor or unit commander

The ranking honored guest, with his or her
spouse/guest

Other dignitaries with their guests

At a reception, such as the Cadet Bal,
the lady precedes the gentleman through the
recaving line. The gentleman, whether or not
he is the Junior ROTC cadet, introduces the
lady first then himsdf to the Cadet Adjutant,
who often amnounces the names of dl
attendees to the host. A lady or gentleman
attending stag should introduce him or hersdf
to the adjutant. Even though the adjutant may
be a friend of yours, do not shake his or her
hand. The adjutant will announce your name
to the host as you sep in front of him or her.
A dmple, pleasant gregting and a cordid
handshake are dl that is necessay when
moving through a receving line Save lengthy
conversation for later. Should your name get
logt in the line, repesat it for the benefit of the
person doing the gresting.

In the absence of an adjutant, the lady
dill precedes the man through the receiving
linee. He introduces her fird, and then
introduces himsdf directly to the host. Once
you have finished this line, you may proceed
to the sarving of refreshments or conversaion
with other guests and await the sgnd for the
next event. If the recaving and dining rooms
ae separate, do not enter the dining room
until thet sgnd is given.

For the remainder of the event, you
will be regpongble for making introductions
as you move aound the room and during
dinner. Follow the guiddines bdow so tha
you will know what to do.
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FORMALITY OF INTRODUCTIONS

When making an introduction, avoid
the use of daborate phrases. Recdl that
introductions should be smple and direct. The
most generdly accepted introductions are:

“. .., mayl introduce...” or “..., | would
like you to meet....” You should not say
“. .., meet so-and-so.”

It is a generd rule that you introduce
juniors to seniors (this gpplies to age and
military rank), gentlemen to ladies, and so on.
However, the degree of formadity used when
meking the introduction depends on the
postion of the persons involved and/or the
solemnity of the occason.

Examples of Formal Introductions

When introducing someone to a
dignitary, mention the dignitary firs to show
repect for the office he or she holds. Ensure
that you use the correct forma title or
agopdlative for the dignitary when making the
introduction. A few of the more common
titles are listed below.

Introduce a doctor, judge, or bishop by
their titles.

Introduce members of Congress by
Senator or The Honorable.

Introduce a Catholic priest by Father, and
an archbishop by Your Grace. Some Prot-
edant clergy use titles such as Reverend,
Pastor, or Doctor, whereas others prefer to
be addressed as Mr., Mrs,, Miss, or Ms. It
is best to ask the individua how he or she
prefers to be introduced before the intro-
duction is made.

Introduce military personnel by their rank;
for example, when introducing your guest
to one of your JROTC ingructors, you
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might sy “ First Sergeant Allen, | would
like you to meet Miss Jones.”

If the dtuation arose where you had to
introduce a teacher to a parent, you would use
the teacher’s name firs. For example, “ Major
Cooper, | would like you to meet my mother,
Mrs. Eastern.” If both of your parents were
there, you would introduce the woman first
and then the man, such as, “ Major Cooper, |
would like you to meet my parents, Mrs.
Eastern and Mr. Eastern.”

Examples of Less Formal Introductions

When introducing two people who
you know very well and who have heard you
tak of the other, you may be more casud. For
example, to introduce a squad buddy to your
gder, you might smply say, “ Susie, this is
Pete” In this example it is pefectly
acceptable to make the introduction using the
first names of both people, however, do not
make an introduction to an adult, senior, €tc.,
using that person’sfirst name.

In some cadet battdions or military
academies, cadets have only one formd title
as far as introductions are concerned — that
of a Cadet. In those gtuations, the rank
Sructure is not used when addressing cadets
socidly. For intance, you would say,
“Doctor Jones, this is Cadet Draper,” not
“Doctor Jones, this is Cadet Lieutenant
Draper.” Furthermore, at some schools cadets
may be addressed as “Mr. Draper” or “Ms.
Draper” during conversations. For example,
“Mr. Draper, | am pleased to meet you.”

METHODS OF MAKING INTRODUCTIONS

When making an introduction, speak
each name dowly and clearly so there can be
no posshility of misundersanding on the part
of ether person. When you are on the receiv-
ing end of an introduction, make a gpecid
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point of ligening to the other person’s name.
If you forget the name, o did not hear it, ask
— with an agpology — for the name to be
resated. Then, use the name severd times in
conversation. Thiswill help you remember it.

When being introduced, it is proper to
return a courtesy such as, “ Nice to meet you,”
“Hello,” “1 am really glad to meet you,” or
“How do you do?" If you were the one mak-
ing the introduction, it is not gppropriate to
wak off and leave the two people saring
a each other. As the person who made the
introduction, you should ether say something
about each person to get a conversation
dated or excuse yoursdf so that you and
your guest can continue to move about the
room or participate in some other event.

When darting a conversation, mention
something of common interest to both parties.
For example: “ Captain Davis, | would like
you to meet Michael Knight. Captain Davisis
my Senior Army Instructor, Michaed. Sir,
Michael hopesto enroll in JROTC next year.”

Before teking leave of the person
whom you just introduced, your guest should
respond with “ Good-bye, 1 am very glad to
have met you,” or something to that effect.
(Note: In taking leave of a group, it makes no
difference if you were introduced or merely
included in their conversaion, you politely
and quiglly respond good-bye to anyone who
happens to be looking a you, without attract-
ing the attention of those who ae unaware
that you are leaving.)

WHEN AND HOW TO SHAKE HANDS

When gentlemen ae introduced to
eech other, they typicdly shake hands.
Additionaly, ladies who are JROTC cadets
shake hands during introductions. However,
as a more generd rule, whenever a lady or
gentleman extends ther hand as a form of
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greeting, the receving paty should recip-
rocate the gesture. Nothing could be more ill
bred than to treat curtly any gesture made in
spontaneous  friendliness. At the end of the
introduction and/or conversation, those who
were drawn into it do not usualy sheke hands

when parting.

A proper handshake is made briefly;
but there should be a feding of srength and
warmth in the clagp. At the same time, man-
tan eye contact with the person whose hand
one tekes. Do not sheke a hand violently,
grasp the hand like a vise, keep the handshake
going for a long period of time, or offer only

your fingertips.
OTHER FORMS OF INTRODUCTIONS

If seated, one rises to acknowledge an
introduction and remains standing while other
members of the party are being introduced to
one another. When being introduced to ladies
or gentlemen who are seated, you need not rise
if rigng may inconvenience others a the table.

When being introduced to a lady out-
of-doors, a gentleman in dvilian cdothes may
remove his ha. In addition, a gentleman will
ordinarily remove his glove to shake hands
unless he is a member of a color or honor
guard. However, if he is confronted with a
sudden introduction when he has gloves on,
making it dow and awkward to remove a
glove while the other person is standing with
his or her hand outstretched, it is better to
shake hands with the glove on with no
goology. (Note: You would dso use these
rules as pat of generd public behavior, even
in casud gtuations.)

If you desire to introduce two people
who ae not near each other, you would
typicdly take the junior to the senior, the
young lady to the older person, the gentleman
to thelady and so on.
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When in doubt whether two people
have met, it is perfectly permissble to ask. Be
sure to address the senior fird, usng a
courtesy such as “ Colonel Smith, have you
met Miss Jones?’ If they have not met, make
the introduction. Usudly, mos people will
condgder your question as tantamount to an
introduction, and will proceed with the how-
do-you-dos. The important thing is not to
assume that people know each other. There is
no ham in introducing people who have
dready met; it is, however, qute incondd-
gate to have drangers together without an
introduction.

It may sometimes be an erroneous
assumption that every cadet knows every
other cadet. Do not hedtate to introduce
cadets if you are not sure they know each
other.

Some people have a dfficult time
remembering names. Not remembering a
name is a common faling and can be easly
forgiven. However, forgetting a name is not
an excuse for not making an introduction. If
necessary, ask for the person’s name — with
appropriate apologies — before garting the
introduction. For example, “1 beg your
pardon, sir (or ma’ am), but | have forgotten
your name. Thank you, sir (ma’am). Colonel
Smith, | would like you to meet Miss Jones.”

In cetan dtudions, you may find it
necessty to introduce yoursdf to another
person. If you are next to someone you do not
know and no one is around to make an
introduction, it is perfectly acceptable to make
your own introduction. Use a greeting such as
“Hello, | am Tom Frazer,” while sheking
that person’s hand. Db not say, “ What's your
name?’ A good reply to you would be “ Ted
Wentworth, nice to meet you.” It isthen up to
both people to start their own conversation.
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DINING TIPS

Table manners are an important part
of socid conduct. Proper manners around the
table are not just reserved for specid occa
sons you should use them whenever you
dine. Relaxed politeness is the key to any
dining gdtuation. When you know what to do,
you can relax and enjoy yoursdf. This section
will help you learn the rules of the table.

MANNERS AND COURTES ESBEFORE
EATING

A gentleman does not St down until
al the ladies a his table are seated. He can
help with the seating by holding the chair,
firg for his guest, then for other ladies near
him if the ladies outnumber the men. He does
this by pulling out the lady’s char from the
table far enough for her to move eadly in
front of it. Then, as the lady dts down, he
gently pushes the char under her until she is
seated. When dl ladies at the table are seated,
he may then take hs seat by going around the
left sde of his char. Posture a the table
should be straight, but not tiff.

If alady leaves the table a any time,
the gentleman who seeted her rises. When the
lady returns to the table, her escort or the gen
tleman who ®ated her rises and the courtesies
mentioned in the preceding paragraph are
repeated.

The polite dinner guest will not touch
anything on the table not even the napkin,
until after the blessng (or invocation) has
been sad or until it is obvious that there will
be no blessing. Then, you may pick up your
napkin and partidly unfold it on your lgp. Do
this inconspicuoudy — do not unfold a dinner
napkin completely or above the table.

At a large dinner, there may be a vast
aray of dlveware a the place sHting,
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congsting of one or two knives, two or three
forks, and two or three spoons. If there is any
doubt about the correct piece of slverware to
use for a paticular course, one generdly
darts with the outsde piece of slverware and
works inward. If you end up without a spoon
or a fork, it is appropriate to ask for a
replacement.

BUTTER KNIFE WATER
GOBLET
DESSERT SPOON
BREAD Co—

PLATE (== DESSERT
FORK
DINNER FORK DINNER KNIFE
SOUF SPOON
NAPKIN  SALAD DINNER
FORK PLATE

Specidized pieces of Slverware, for
which ther function is <df-explanatory,
include: the butter knife, soup spoon, dessert
fork and spoon, iced tea spoon, oyster fork,
and fish knife and fork. The number of pieces
of dlverware indicates the number of courses
to expect. A sSx-course med, for example,
might incdude soup, fish, sorbet (a palate
cleanser), sdad, an entrée, and dessart. The
placement of the dlveware indicates the
order of these courses.

Also included will be a waer goblet
that is located on the right sde of the place
setting, a dinner plate, and a bread plate that is
located on the left Sde of the place setting.

Wait until the head table (if there is
one) is served and for everyone a your table
to be served before starting to eat. Courses are
saved from the left and removed from the
right.

Unit 3: Foundations for Success



Chapter 8: Planning Skills and Social Responsibility

METHODS MANNERS, AND COURTESES
OF EATING

American vs. European Styles of Eating

In the American dyle of edting, hold
the fork in your left hand, tines down with
your index finger on the back of the fork, to
secure the food being cut with the knife,
which is held in your right hand. Cut in front
of the fork, not behind it. After cutting not
more than two or three bites of food, place the
knife on the plate and transfer the fork to your
rignt hand. This is cdled the “zigzag’
method.

Using the Knife and Fork Together

\\

Resting Position — American Style

Then, when not usng your knife and
fork, place them together across the top of
your plate. This is the resting postion. When
you have finished the man course, place the
knife and fork beside each other on the dinner
plate diagondly from the upper left to lower
right, or from the 10:00 to the 4:00 postion.
This is the finished postion and indicates that
your plate may be removed.
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In the Continenta or European syle,
hold the fork in your left hand and the knife in
your right hand. Cut and east with your fork,
tines down, while gill holding it in your left
hand. The knife can remain in your right hand
throughout the med to cut food or to hep
push bits of food onto the fork. Only one bite
of food is cut and eaten at atime.

Then, when not using your fork, rest it
diagondly on the left dde of the plate with
the tines down and close to the center of the
plae. Rest the knife diagondly on the right
sde of the plae with its point toward the
center of the plate. When finished, place them
as described in the American style with the
fork tines down.

Proper Use of Silverware

Once you have used a piece of slverware,
do not placeit back on the table.

Do not leave a used spoon in a cup; place
it on the saucer.

Do not leave a soup spoon in a soup bowl,
dthough you may leave it on a soup plate
if one is provided; otherwise, place it on
the dinner plate when not in use.

Do not lay a knife with the handle on the
table and the tip of the blade on the edge
of the plate. Thisaso gppliesto the fork.

Leave unused slverware on the table in its
proper position.

Proper Way to Eat Soup and Finger Foods

When edting soup, the motion of the
spoon should be away from you while filling
it. Sp from the sde of the spoon; do not
durp. If it is necessary to tip your soup bowl,
tip it away from you. If your soup is too hot to
ed, let it St until it cools; do not blow onit.
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Bread, rolls, biscuits, nuts, fresh fruit,
olives, celery, radishes, raw carrots, cookies,
and smal cakes may be eaten with your
fingers. Place finger foods such as these on
the bread plate, or in the absence of that plate,
on the salad or dinner plates.

Breek your individuad sarvings of
breed, rolls and large biscuits into smal
pieces before buttering and esting them, one
piece & a time. Do not cut thee items
Buttering and edting a roll or whole dice of
bread is also not appropriate.

Proper Use of a Napkin

You should not tuck the napkin under
your belt or wear it like a bib. Napkins are for
dabbing lips, caching soills, and covering
sneezes. Do not use a napkin to blow your
nose.

Before teking a drink of water or any
other beverage, wipe your lips with your
ngokin  to avoid leaving smeas on the
glasswvare. One quick, light pass with the
napkin should suffice.

If you mus leave the table during
dinner, say, “Excuse me, please” with no
explanation, and place your napkin on your
char. When leaving the table after dinner,
place the napkin on the table in loose folds to
the right of your plate Do not refold,
crumple, or twid it. Also, push your char to
the table on every occasion.

204

Lesson 4: Cadet Etiquette Guide

Basic Table Manners

If place cards are used, do not move
or remove them. In addition to indicating the
specific seating arrangement, place cards are
used to make guests fed welcome and to help
people get to know one another in large socid
Stings.

Take andl bites Large mouthfuls of
food are undghtly. Do not chew with your
mouth open or make loud noises when you
ed. It is not polite to tak with food in your
mouth.

Do not lick your fingers use your
napkin.

If you burp, say “ Excuse me” to no
one in particular and continue egting. Do not
make abig ded out of it.

Hats, gloves, cameras, purses,
sunglasses, etc., do not belong on the table. If
it is not a part of the medl, do not put it on the
table. Hats and gloves belong in the cloak-
room. You may place cameras and purses
under your chair.

Your hands should go no farther over
the table than is necessary to eat and to pass
things. Between courses, place your hands in
your lap or a your sde. Do not place your
elbows on thetable

If you cannot essly reach something
on the table, ask for it to be passed to you
with a please and a thank you. If you are the
one passing something, place the items on the
table for the person to pick them up. When
passing st and pepper, pass them together.

If food spills off your plate, you may

pick it up with a piece of your slverware and
place it on the edge of your plate.
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If you drop something, leave it on the
floor until the med is over; then pick it up. If
a piece of your Slverware fdls onto the floor,
pick it up if you can reech it and let the server
know you need a clean one. If you cannot
reach it, tell the server you dropped a piece of
your slverware and ask for a clean one.

Do not season your food before you
have tasted it.

Hold a long-semmed glass with the
thumb and firg two fingers of your right hand
at the base of the bowl or on the stem.

It is not appropricte to ask for a
“doggy bag” during aforma occasion.

Do not reprimand a server. Make any
complaints to the person (cadet) in charge of
the balroom arrangements.

If food gets caught between your teeth
and you cannot remove it with your tongue
without being too noticesble, leave the table
and go to the restroom where you can remove
thefood in private.

At the end of dinner, and after the host
and honored guests have departed;, make sure
that you say good-bye to everyone at your
table before departing.

TableTalk

Conversation is an important part of
socid interaction around the table. It is per-
fect for the enjoyment of good companionship
and a pleasant medl. A few important tips are:

Try not to talk too fast or too dow.

Keep the conversation light. Smdl tak
indudes cesud, unofficd, interesting
things in eveayday life such as the
westher, music, upcoming events, movies,
or sports. Keep topics of conversation safe
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and non-controversd. Avoid discussons
about rdigion, race or politics, or any
controversa  issue. Avoid hedth issues,
off-color jokes, and gossip.

Answer respectfully when addressed.

Be mindful of engaging in conversation
with a person who has just taken a hite of
food. Remember; do not talk with food in
your mouth.

Loud voices/laughter can be digturbing to
others. Do not yel; use a pleasant tone of
voice that can be heard only at your table.
Do not use profane, abusve or vulgar
language.

Be a good ligener. Give others a chance
to tak. Do not monopaolize a conversa
tion. Pay dttention to the person spesking
by giving eye contact; do not look at other
people when someone is talking to you.

Do not interrupt. Allow the other person
to finish what he or she is saying before
speaking. If you and another person dart
taking a the same time, give way quickly
in a friendy manner with a smple, “ Go
ahead, please.”

Do not ridicule or laugh a an unfortunate
remark or someone's mistake. Although a
good conversationalist does not contradict
someone in a socid Seting, it is okay to
dissgree. In those indances, dat by
saying, “ | disagree with you because....”

THE CADET ASA GUEST

When you ae invited to atend a
socid event, which could be a short afternoon
vigt, a dinner party, or the annua Cadet Ball,
you have cetan obligaions that you must
observe as a guest.
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INVITATIONS

Fird, you must undergand the invi-
tation: what you are invited for, where it will
be held, when you should be there, and what
you should wear. A written invitation will
usudly spdl out most of these things quite
cdealy. Cetan things ae implict in an
invitation, as you shal see.

TheR.SV.P

R.SV.P. comes from the French
expresson “ Repondez s'il vous plait,” which
means “please reply.” On many invitaions,
you will see the RSV.P. followed by a
telephone number. In this case, the courtesy
of a prompt reply by telephone is required to
permit the host, hostess, or planning com:
mittee to properly plan the event. Cdl within
two or three days to accept or decline the
invitation. Make your call between 9 am. and
6 p.m. (Note: More on telephone courteses
is covered in the section on *“Other
Courtesies.)

If your plans for that day are unsettled
or indefinite, do not pass this problem on to
the prospective host or hostess. It would be
much better to outright decline the invitation
than to give a complicated account of your
indefinite socid  activities. Even if the other
arangement or engagement is tentative; it is
best to decline the invitation. Once you have
declined, however, do not call back if your
plans change.

When dedining, it is sufficent to say
to the host or hostess that a conflicting duty or
socid engagement  prevents you  from
accepting. You are a liberty to turn down an
invitation because you do not wish to Qo;
however, you should exercise good judgment
on theinvitations you refuse.
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If, after you accepted an invitation, an
illness or an absolute emergency prevents you
from attending, cal the host or hodess
immediately with regrets and apologies.

You are not & liberty to invite some-
one dse dong unless the invitaion cdealy
indicates the number and names of those
invited.

There are severd vaiaions of the
R.SV.P. that are coming into widespread use,
especidly on informd invitations.

“RSV.P. Regrets Only.” This invitation
means that the prospective host or hostess
is expecting you unless you notify
otherwise that you cannot come If you
can accept, you need not reply, just be
thereontime.

Invitations by phone. When accepting an
invitation by phone, it is a good idea to
repeat back al of the essentid information
0 that there is no misunderganding. If
you mud first check your caendar before
answering, get dl the deals and explan
that you will call back as soon as you have
done s0. Thank the cdler for the invita
tion, make sure you have the phone
number, and promise to cal right back.
Then, make sure you do.

Where

Mog written invitations will indicate
exactly where the function is beng hdd.
Some invitations may include a smal map for
your convenience.
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When

Invitations to dinners, receptions, and
weddings will usudly give a time. For dinners
and receptions, this is the time a which you
should arive, no earlier and no later. You
will need to plan your timing so that you can
be punctud. The time on a wedding invitation
is the time the ceremony begins, therefore,
you should dlow aufficent time to be
punctud.

If you are invited to an open house
from 3 to 6 pm., you may arive any time
after three and depart before six. You are not
expected to stay the entire three hours. After a
dinner party, you should stay at least an hour,
otherwise it hints of “eat-and-run” rudeness.

What to Wear

The invitation may specify wha you
should wear. For example, cadets would most
likdy wear ther Class A uniform to the
annud Cadet Bdl. In this dtudtion, mde
guedts should wear a suit while femae guests
should wear ether short or long evening
attire,

Some invitations may smply indicate
that the dress is formd, informa, or casud.
Ensure that you understand what these terms
mean. If you are in doubt, ask the host or
hostess what to wear when you cdl to
RSV.P. As a gened rule, use the following
guiddines

Formal: For gentlemen, a suit may be
acceptable, dthough a tuxedo or uniform
equivdent is preferred; for ladies, a short
or long evening gown may be appropriate.

Informal: For gentlemen, a sport coat and
tie is appropriate; for ladies, a dress
appropriate for day-time wear or a nice

pants suit is acceptable.
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Casual: For gentleman, nice dacks and a
sport shirt is agppropriate; for ladies, a
sundress or nice pants and blouse is
appropriate. In some dtuations, jeans or
shorts and a nice shirt or blouse may be
acceptable.

COURTESESWHEN A GUEST AT
SMALLER FUNCTIONS

When attending an open house or a
smdl dinner party, seek out your host and/or
hostess immediatdly upon arivd and greet
them. A crowded room should not keep you
from properly gresting your host and hostess.
You should dso dday getting any refresh
ments until after you have properly gregted
them.

Snce the host and hostess ae in
chage, let them run things As a palite
unassuming gues, you should hep by making
conversation and joining wholeheartedly in
whatever activities they have planned.

You should not St when other guests
are standing in your presence.

Prior to leaving, you must thank your
host and hostess for a wonderful time. Even if
there are ill dozens of people present, you
must seek them out to say thank you and
good- bye.

THANK YOU NOTES

Thank you notes should be written
within two or three days, but no more than a
week, after you have been a guest a
someone's home. A thank you note should be
handwritten in ink on qudity writing paper.
Stationary sets that provide matching paper
and envelopes are recommended. Be con
savative in the choice of color and design.
Pan white is aways acceptable. Some of the
requirements for athank you note are:
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Spel out the month — the notation 3/9/99
is not used socidly. Place the date in the
upper right-hand corner just below the
fold line on the informal notepaper.

Ensure there are adequate margins on both
sdes of the paper — leave about one and
one-fourth inch on the left dde and about
three-fourths inch on the right, depending
on the size of the paper.

Place the sdutation, such as “ Dear Mrs.
Elliott,” & the left margin.

Indent the first line of each paragreph;
bring each subsequent line out to the left
margin.

Place the complimentary close approxi-
matdy as far to the right as the date at the
top of the page. “Sncerely,” or “Sn-
cerely yours” with your fird and last
names ae acceptable complimentary
closes. Do not use “Yours truly,” and
reserve the use of “Love” for a family
member or close friend followed by your
firgt name only.

Do not use “Cadet” or your cadet rank in
your sgnature.

Your return address belongs on the
envelope, not under your signature.

There should be a minimum of three
paragraphs in the thank you note. The firg
expresses  your thanks specificdly and in
detal for the occason. The last briefly
summarizes your thanks. There must be one
or more paragrgphs in the middle on any topic
you choose about the occason you attended.
Do not invite yoursdf back in your thank you
note.

When expressng yoursdf — be
yoursdf! If you do not normdly spesk a
stilted or flowery language, then do not sound
that way in your note. Sincerity is far more
important than eoquence. “1 was over-
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whelmed by the sumptuousness of the repast
in your exquisite domicile,” is prety dglly
from most people. “ 1 enjoyed the dinner in
your attractive home,” sounds much more
naturd. If you particulaly enjoyed the soup,
or if the chocolate cream pie was out of this
world, by al means say so in your note.

Snceity is the firg rule in socd
correspondence. Simplicity is the second rule.
You can hady go wrong with a few smple
and direct daements of the things that
pleesed or amused you. Write just as you
would say it to someone you know very wdll.
Also, use correct grammar and speling and
keep it neat.

The thank you note is an individua
respongbility. If more than one of you
enjoyed a dinner party a someone's home, it
is not proper to send one thank you note. Each
of you should write your own note.

Follow the example shown beow to
address an envelope. Ensure that you use a
block dyle include the proper title with the
name (such as Mr., Mrs, Miss, Ms, Dr.,
Colond, etc.); and place the city, two-letter
gsate abbreviation, and zip code on the same
line.

Mrs. Leslie Elliott
2001 Deerfield Street
Parsons, NC 12345-0021

Place your return address on the front
top left-hand corner of the envelope. You may
use an address labe for this purpose. You
may aso include “Cadet” in your title, but not
your cadet rank: Cadet John C. Scott is
acceptable, but Cadet Captain John C. Scott is
not correct.

If you ae on the planning committee
for the Cadet Ball, you should aso send thank
you notes to the gpecid guedts the

Unit 3: Foundations for Success
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organizations that sponsored the event, and
the organizations that provided services and
entertainment.

OTHER COURTESIES
TELEPHONE COURTESES

The telephone is a vaudble time-saver
and an effective means of communication.
Here are some tips for proper telephone

usage.

When cdling a private resdence to
repond to an R.SV.P, it is most proper to
cdl between nine in the morning and Ix &
night. Avoid cdling during med hours. If you
are in doubt, ask the person you are cdling if
this is a convenient time — offer to call back
later if necessary. Let the phone ring at least
sx times to dlow the person to reach the
phone.

Identify yoursdf when placing a cdl.
Unlike taking to someone face-to-face, the
person on the other end of the phone may not
recognize your voice until you identify
yoursdf. While talking on the phone:

Be poite This applies to any
conversation.

Speak dowly and clearly.
Do not eat, drink, or chew gum.

Do not sneeze or cough into the receiver.
Turn your head or excuse yourseif.

Do not cary on a conversaion with
someone in the room while talking on the
phone.

Cdl back immediady if you get
disconnected and you placed the cdll.

When answering a cdl for someone dsg,
say, “May | ask who is calling?” This
sounds better than “ Who is this?”

Unit 3: Foundations for Success
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There is a0 proper etiquette to follow
if you did a wrong number. No maiter how
caeful you ae you may ill did a wrong
number. When that happens, gpologize to the
person who answers. That person is not
interested in hearing a story about how you
mis-dided, jus tdl him or her “I'm very
sorry to have disturbed you,” hang up, ensure
you have the correct number, and then try
agan. It is inexcussbly rude to hang up
without an gpology.

When leaving a message on an
answering mechine, clearly dtae your name,
the date and time of your cdl, and a brief
message. Leave a phone number only if you
need to be called back.

CELLULAR PHONE COURTESES

Because “wirdess phones’ can be
used virtudly anywhere, their users need to
remember commonsense  courtesy.  Results
from a nationwide survey indicates that wire-
less users need to improve their phone eti-
quette and put people ahead of phone cdls. A
few tipsto follow are:

Use of wirdess phones is prohibited in
most schools and at school functions.

Use of wirdess phones during socid
gatherings is not appropriate.

Do not place a cdl phone on the table
during amedl.

Do not drive and use a cell phone.

Do not use a wirdess phone when it will
inconvenience or disrupt others.

Use should be limited in public places or
gatherings to safety or emergency reasons.

HELPING OTHERS

If an older woman or an invadid gen
tleman wants some support, it iS appropriate
for you to offer your arm. The cadet does not
offer his or her hand. Hand holding in public
IS not appropriate and is consdered a public
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digolay of affection, which is improper when
in uniform. A cadet may offer his or her hand
only when it is not practicd to offer the arm,
for example, to hdp an ddely lady or
gentleman out of a car. Offer your hand pdm
up, and do not force it upon the person to
whom you ae offering it. Then, withdraw
your hand as soon asit is no longer needed.

When waking with a lady, a gentle-
man may wak on the curbside, or on her left
if thereis no curb.

If a gentleman arives a a door fird,
he should open it and alow others to pass
through. If a lady arrives at the door first and
opens it, the gentleman may hold the door for
her to continue.

If you ae driving or riding to the
socid in a privatdy owned vehicle, open the
car door for your passenger firs on the right
sde of the car, then go around it and take
your seet, either behind the whed or in the
back seat beside your guest. When you reach
your destination, walk aound the car and
open the door for your guest if he or she has
not dready exited the vehicle.

BEING RESPONS BLE FOR YOUR GUEST

Depending upon the naure of the
socid  occason, cadets should inform  their
guests about the traditions and courtesies of it
before ariving. Usng the Cadet Bdl as an
example, cadets should inform ther guests
about appropriate dress, conduct, the
recelving ling, traditions of the mess, and s0
on. Remember, if you invite a guest, you are
responsble for your guest’s behavior. If you
have duties to perform after you arive a the
socid, arrange for someone else to act as an
exort for your guest until you are free
Introduce your friends and ensure that your
guedt’stimeis fulfilled.
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RESPECT TO SENIORS

By this time in JROTC, you should
not have any difficdty in showing respect
to military seniors, in fact, it should be
automatic.

You should aso show respect for
elders, as well as parents, teachers, and others
in a postion of authority. In short, you should
treat al persons with whom you have contact
with the utmost respect.

Snce it is militarily incorrect to use
dang or poor grammar like “yeah,” “nope”
or “un-huh” to a JROTC indructor, it is aso
socidly rude to say these thingsto others.

You may aso encounter dtuations
when seniors address you by your firsg name.
While this may be flateing, under no
circumstances should you address a senior by
his or her fird name unless that person
specificaly asks you to do so.

GROOMING

Nothing less than scrupulous attention
to al aspects of persond hygiene will meke
you socidly acceptable. Be certain that you
ae well groomed every time you make an
appearance socidly. One dirty or untrimmed
fingernall may seem like a amdl thing to you,
but it may be the bads for a negative impres-
son. You will not have a second chance to
maeke a firg impresson. Bdow ae just a few
of the basics you should dready be doing to
ensure your appearance is up to standards.

Ensure your har is dean, neetly trimmed
or styled, and combed at dl times.

Shower daily and use a deodorant as part
of your dally routine.

Brush your teeth after meds and floss
daly.
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For young men who dready have to
shave, if it is necessary for you to do so
once or twice a day to be presentable, then
do so.

Good grooming is an individud
responsbility. It should not be necessary for
an indructor or a senior cadet to tell you to
maintain proper persona hygiene. Addition
dly, for cadets, ensure tha your uniform is
clean, pressed, and presentable.

OTHER EVERYDAY COURTESES

Use “Please,” “Thank you,” “You're
welcomeg” “Excuse me” and “I'm sorry”
naturally and dncerdly in conversations. Say,
“Excuse me” if you accdentdly brush
agang someone. You should say, “ Excuse
me” or “| beg your pardon” but do not use
the phrase “ Pardon me.”

You may chew gum in public as long
as you do it in a non-offendve way — quietly
and inconspicuoudy. Do not chew gum in
forma gtuations, a work, if you are a host or
hostess, or if you are around food.

In public places, do not make a lot of
noise with friends that might upset other
people.

Do not push ahead of anyone. Wait
your turn in line to go though a door, into an
elevator, or onto an escalator.

PLANNING A CADET BALL

A magor prerequiste for ensuring that
the Cadet Bal (and for that metter, any socid
occason) is successful is careful planning.
The first important act is the gppointment of a
Cadet Bdl chairperson by the Senior Army
Ingructor. This charperson should have
authority to make many of the required
planning decisons, dthough some of these
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decisons may be subject to the approva of
the Senior Army Ingructor.

One of the fird duties of the cadet
chairperson should be to review the reports on
file for previous Cadet Bals. These reports
will acquaint the chairperson with his or her
responsibilities, which indude (this list is not
all inclusive):

Egablishing committees, gppointing com-
mittee leaders, and providing them with
the necessary people and other resources.
He or she is aso responsble for super-
viang these committees At a minimum,
the charperson should establish commit-
teesfor:

Advertisng
Decorating
Entertainment
Food
Fund-raisng

Invitations,
guests

incduding the specid

Program and Seating Arrangements

Egablishing short and long-term  gods,
identifying the tasks necessary for the
achievement of these gods and dde-
gating the taks to committees for
execution.

Identifying problem aess and lessons
learned from previous Cadet Bdls, and
preventing them from reoccurring.

The charperson and dl committee
leaders should think through dl of the detalls
thoroughly, and develop a plan to get every-
thing done. You should be sure to establish
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dternative (or back-up) plans where neces
say. This way you can be sure of avoiding
last minute embarrassment

Send out invitaions as ealy as
possble. Then, if some guests do not accept,
you dgill have time to invite others without
offending them with a lag minute invitation.
Ensure tha the invitation clearly dates the
location, time, and dress requirements. Let
your guests know exactly wha is beng
planned and what is expected of them.

A few hdpful planning tips are:

Ensure that dl arangements are carefully
made for the specid guests.

Sdect a band that plays an arrangement of
musc a wel as musc that does not
offend anyone.

Arrange to have a photographer.

Arrange to have severa nice door prizes if
you can find sponsors to donate them.

Give credit in the program to dl sponsors
as wdl as to individuds and organizations
tha assged in putting the Cadet Bdl
together.

Rehearse the Color Guard, the sequence
of events, and any specid activities a the
designated location at least one day prior
to the actual event.

Coordinate with the designated location to
ensure they prepare the correct number of
medls, have the correct number of chairs
and tabless and that sedting is in
accordance with the seating chart.

HISTORY OF MILITARY DINING-INS
You should be familiar with the tarms
“dining-in”  and “dining-out.” Thee terms
refer to forma dinners, which are intended for
militay members only (dining-in) or to which
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guests are invited (dining-out). The protocol
for these affars often reflects long-standing
traditions within a regment or corps of the
armed forces.

Dining-in has its roots in Europe and
may extend dl the way back to the Roman
practice of holding great banquets to celebrate
victory and parade the spoils of war. The
customs and traditions of our contemporary
dining-in  come from those of the British
Army Regimentd Mess. The British mess
provided a time for satire, solemn formadity,
horseplay, an excuse for living beyond one's
means, and was an occason to observe long-
danding cusoms and traditions of the
regiment. The firs recorded American dining-
in occurred in September 1716 when Gover-
nor Spotswood of Virginia, adong with a
company of Rangers, celebrated after crossing
the mountans and descending into the
Shenandoah Valley.

Even today, there is dill ample reason
to obsarve the dining-in tradition. The intent
of the dining-in is to promote cordiality,
comradeship, and esprit de corps. In addi-
tion, it is hoped that paticipation in this
worthy tredition will dimulate enthusasm to
prevent it from dying out.

The dning-in is an excdlent vehide
to remind us of the nature of air service and
the traditional courteses and amenities appro-
prigte to the military. The primary dements
ae a forma sting, poging of the Colors,
invocation, traditiond toasts (may be a the
concluson of dinner), a fine dinner, com
radeship of the members of the command,
benediction, retirement of the Colors, and
martial musc.

TOASTING

The cusom of toading is universd. It
is a dmple courtesy to the person being
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honored. It is not proper to drain the glass at
the completion of each toast. Therefore, know
how many toasts are being given so that you
will know how much to drink with each toad.
It is aso not proper to raise an empty glass to
make a toast. Toasts are made standing up.
One person will present the toast by saying
either, “ Ladies and Gentlemen, the President
of the United Sates’ or *“Ladies and
Gentlemen, | propose a toast to the President
of the United States.” Then, dl will raise ther
glasses and say “ The President” or “To the
President,” respectively.

On the presentation and retirement of
the Colors, face toward the Colors a attention
until  the ceremony is completed. Then,
reman danding for the toasts and the
invocetion a the beginning of the program.
You ae expected to rise agan for the
benediction at the end of the program.
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CONCLUSION

Learning proper socid conduct is an
important part of your growth and character
development. Although there are many forms
of etiquette that pertain to dmost every socid
occason tha you will encounter in life, the
intent of this lesson was to familiaize you
with proper manners and etiquette for the
sngle most important socid event in JROTC
— the Cadet Bdll.
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